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MEMORANDUM FOR: Deputy Director {Support)

SUBJECT . Mmeil snd Courier Task Force Report

i. 'The report of the Meil and Courier Task Frree is submitted herewith.
fur Tindings briefly are that the Agency has an effective and efficlent wail
aud courier system which is geared to Agency needs and flexible in meeting
emprgency, special and changing situations. Certaln sccomplishments and
recomendations are contained herain.

5. In eur spproach to the problem we defined our mission, "To provide
the Agency effective and efficient mail and courier service with minlmum
esgential eontrols.” Our analysis of the problem led to the concluslon
that we should consider it from four related but somevhat Independent
atandpoints, e.g., (a) external courier service, (b) internsl mall delivery
and pick-up service, (c) receipts for classified mail and (4) ioternal con-
trol (logging) of classified matenial, Our genersl findings under etch sub-
isct are summerized in succeeding paragraphs which inelude refarence to
sttachments containing deteils. The merbership of the Task Force, the Agenda
and Minubes of Meetings are attached, ag Tabs A, B and C respectively.

3. Ixternal Courier Service. This service encompaases gervice to loce~
tions in the Washington areas outside BesGquarters. It inciudes service to
spanoy and non-Agency uildings.

a. Our review indicsted the possibility of ecngolidation of
qumerous courier runs. This was done with an estimated anmual.
sovings of 415,600 (Teb D). The requiremenis for the special ser-
vices organic to OCI, NPIC and OS5 were consgidered. It was con-
ciluded essential that these offices continue their specisal ser-
wlee.

h. A periodic review, sem!-annually or more often if necezssry,
will be made by the Chief, Logistles Services pivision of the number
- runs snd dslivery and pick-up points. Likewise he will be the
recipient of requests for sdditional regular service.
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I kas published which includes the most used regular
mail service available with time of delivery and plck-up at the
various locationa. Also included was suthority for mail origimators
to call for special service. It was comeluded this publication would
reduce the requirements for specisl service and at the game time
enable originators to plen deliveries to meet their requirements.

4, DPeteblishment of internal relsy polnte at the Pentagon, 3tate
and Arlington Hell (the only locations with multiple dellvery points)
was congldered. COur conclusions were thet it 1s not fessible oy econo-
mical to take this action.

¢, The Tesk Force made note of the fact thet the Agency courler
service provides delivery end pick-up of materiml of interest to CIA
and consumers and that only HSA gervices the Agency. It wasg concluded
that the present practice is the most efficient and econcmical to the
government even though the total cost is borne by CIA.

5. Ioternaml Mall Delivery and Pick-up Service.

a. The Task Force received two recommendations reparding dellvery
points for mail:

(1) The reduction of a large number of registries through
eliminstion, consolidations, etc.

{2) BEliminate central registry facilities for major compo-
nents; deliver mall direct to orgenizational level nesrest actlon
desk. The delivery of mall as near as possible to the action desk
results in the wmost efficient service with lemst intermediate pro-
ceasing.

o
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. Mail is delivered eight timea per day within the Head-
ters building and six timea pev day to downtown Agency offices.
Considerstion was given to redu .{em in the number of deliveries,
however upon examination it was dstermined present schedules should
hé retained. Our conclusion wes baged upon?

{1) Frequent delivery resuits ln more aven floy and
sliminates peaks and valleys in procesging.

{2} It is highly desirveble 1f not essential that mail
move prouptly from point to point.

{3) The extremely heavy volume requires constant onward
movement to prevent overtaxing facilities at central mail rooms
and major receiving/dimpatch peints.

e. Beveral tests were conducted to sacertain transmission time of
mail to various points in Headquerters and oublying buildings. (Teb E)

(1) Mail sent out st 0910 vas received by ccmponents in
Headquarters betwesn 0937 and 1020 and at other bulldings between
1230 and 1600 the same day.

(2) ¥ail sent at 1150 wes delivered in Headquarters belween
1315 and 1400 and ¢n to other buildings between 1405 snd 1600 the

sams QRY.

(3) Mail sent at 1600 was delivered in Headquarters by 0952
and to ocutlylng buildings by 1035 the next day.

feata conducted on movement to and fram DD/I and ID/P components:

(1) The everage time from DD/I to DD/P components 1s 2
nours, O minutes.

(2) The average time fram DD/P camponents to DD/I is 3 hours
58 mwinutes vhen not loggsd in RID snd 5 hours 35 minutes when
logged. This matter was discussed in detail with DD/P representa-
tives who in turn mede sn internal review to deternmine if the RID
logging could be Aiscontinued. It is gtill under consideration,
however, it sppears thet DD/P will insigt on continuence of the

logging.

4. A review of the preumstic tube systems revesled that utilizetion

represented & relatively smmall percentage of cspacity. Average utilize-
+ion and capacity of the three gystems is:
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A 2500 - 12000
B 600 - 10600
e 300 - 10600

Factors precluding or limiting use of the tube include:

(1) ‘The plans for the systems were prepared in 1957-58.
Since then numarous orgenizetion and space chenges have caused
rzaxy tube statlions to be located where little or no use ls pos-
#ible. Likewise several componenis are now located vhere {tube
gervices were initially consldered unnecsgsary.

{2} Component restrictions on tube movement of special
hendling or sensliive documents.

{3} In ell offices the prepondersnce of mail is too bulky
to be handled by tube.

{4) 'The systems are new and their capabilities are not fully
underatond.

Continuing action will be teken (1) to eliminate restrictions on materisl
ingofar as possible; (2) indoectrination of potentisl users; and (3)
eliminetion of sinor technical deficlencles in the systens.

2. Consideration vas given to the publication of o ¢cmplete deteiled
mallling address of ell components as an ald to mall genders. It was con~
cluded that the listing now contained in the clamesified directory por-
tion of the telephone directory was sufficient for meil routing purposes.

. The Mai) snd Courier Branch, 0L, provides a central U.8. post
mailing service whi varsges| | (about half is me'teregﬁ
In edditlion we have peretional postage slamp aceounts throughout the
Agency using amﬁm Consideration was glven to further
decentraliation o BC » however, thiz was detemmined to
be impractical due to the complicated postel rate structure and the cost
for scales, meters and other equipment.

6. Beceipts for Clsssified Mail. Our review of the requirements for and

uge of courier and documsmt receiptas revealed that all compoments ere complying
with the provisions of Executive Ordeyr 10501. Courier receipts are not re-
quired for intra-agency movement of mall, howewQr. the Tesk Force concluded
that movement of meil between the varicus agency buildings should be accom-
panied by a courisr receipt for control purposes. Movemént within any bulld-
ing to be without courder recelpt except for Top Becret snd specisl bandling

b
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materiel. It was found that less than 75% of the document recsipts are
returned to the Agency. Consideration was glven to establistment of a
follow-up system simllar to that used for Top Seeret documents. It was
concluded that Executive Order 10501 places the responsibility for return

on the reciplent and that any follow-up system would be too expensive in
HENPOWeY .

7. Internal Control (L%mg) of Clasaified Mail. A comprehensive sur-
vey through use of a mall comtrol questionnaire revealed that logging prac-
tices of the various components are in consonance with current reguletions.

It was cur opinion that the reguletions are subject to variocus interpretations.
The Tesk Force tock action to dveft a more explicit regulation, (Tab F) also

. apecific guldelines for supervisors and logging personnel are recomended for

inciugion in & Mall Processing handbook.

9. The Tegl Force unenimously comcluded that a Mail and Processing
Bandbook for use in training[  lelerical personnel and for reference pur-

roges is long overdue. A recomended draft cutline of the Handbook ie con-
tained in Tgb .

10. Hecomuendations:

©. 1That a Mell Processing Bendbook be published based on the out-
iine conteined in Teb .

Chelirmoan, Meil &
Courier Tmak Force

Attachmenta:
Tabs o thru g, ss indicated.
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